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. Anior. FieqWROd Update Form Numbers 

Update I ac lus fve  Matcriilr 
Change Retent ion I n s t r u c t i o n s  

.. 0 Embfirh Rwnt ion  sch.duh: lKord will mnfinua to awrnuisw. 
b. 0 0;s- of p e n t  .cwmuhtion; no further .mrmuhtion anricipsrpd. 

L mAmend Appl ia t im No. 7 6 - 2 4 6 . . - -  .i Check Om: Chsnp; 0 Super&; 0 Vold 
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W h t  ir the function of lhe Division M d  the Onim in which t h i s  rpoord -rim is aa8red 
f . Dwi%ion and O f f a  Funaim 

1 I . 

.__ __ ~ __ ~ _. 
. R e a d s  %ria$ D M i p t i o n  ,Tho~ f i a  mhuiini thi folibwing documenrr linclude foim num9err and titles, if snyl: Arrach tamptes @ th.e,f;ie..- 

D~C?JWF~S :gating to: moyi$orin# aFdr revi"ing fundr spent  by 27 Mental Retardat ion Area Develop- 
r. -;. ? !<' b. .. .~: , . . .. . I ;:I 

Included are: 

Po- 1183 (County Budget Per ional  .Servic&)-;' 

Rerource Appropriations &?quept);'!.Ponr 1192' (Income and Expenditure Report .. (Public kR -Jd 
Day Training Line Item Budget) ; F0m~5&10:~ '~  '' 
(Budget Expense and Rcrource S d r y )  ; Porn 5411 (County Budget- Pere~nal~:?&rvfcka) ; r  - - - - <  
Foka 5412; (County Budget Items Other Than ?ersoaal  Services) ;' Po& '5413 '(County &ydket--'? . -'? 

! ton-Part ic ipat ing Items) ; 
Forar- Community F/MR Budget Alloci t ion;  budget. Recormaendationa; Contract Amendments; 
Contract Information Sheet ;  Contract For Services  'and Addendums; Request For"Contract 
Approval; Contract $inancia1 Annex; Rental Agreement; (See - Continuation __._ Sheet) 
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#a Iecluded Are: (continued) -_ -.- 
Equipment Lirtings; Equipmat Expenditures; Inventory and Supplemental Equipment 
Expenditures; Related Documeata, and Correrpondence. 



1 
APPLICATION FOR RECORDS RETENTION SCHEDULE' 

INSTRUCTIONS See Publication No. 76-RM-1 for instructions on CompktiG this form. Forward signed original to  
Department of Archives and History, Records Management Division, 330 Capitoi Avenue, Atlano. Georgia, 30334, 
A m t i o n :  Schedulina Section. - 

M R  AGENCY US1 1. Agency Addreu FOR RECORDS MANAGEMENT USE 
Application Number Wicrtion D.o Depar tment  o f  Human R e s o u r c e s  

Division of Mental H e a l t h  L Mental  R e t a r d .  
.Mental  R e t a r d a t i o n  S e c t i o n  
47 T r i n i t y  Avenue ,  Rm. 542-11 

7& - 2 q q June  11, 1976 

Wiat lon NumW D w  bmplared 
wE??1976 JuL ,976 

!. PmontoContact Working Tido Tdephonr Number 

I. M a n  Requested 

DHR-&-) I p t l a n t a ,  Ga. 

Budd Hughes A s s i s t a n t  Division Director 

J. 

b. 

656-6370 
L - 

@ Ertabtisn Retention Schedule: record will continue to  accumulan. 
0 Disoor% of weent accumulation: no further accumulation anticipated. -~ 

e. 0 Amend Aii l ication No. Checkone: a Change: 0 Supercede: 0 Void 
I. Dnn oi %ria 5. RIcords Serbs T i  lfollowed by tide used in offfce; if different) 
iar l ion ' Latest I 
1973 
L Division q d  Onia Function 
'he Division of Mental  Health L Mental  R e t a r d a t i o n  a d m i n i s t e r s  the m e n t a l  health, mental 

I s  
Present Menta l  R e t a r d a t i o n  Developmenta l  S e r v i c e  C h i e f  Budge t  and F i s c a l  F i l <  

What is the function of the Division and the m i c a  in which this record series IS created? 

e t a r d a t i o n  and other d e v e l o p m e n t a l  d i s a b i l i t i e s ,  d r u g  a b u s e ,  a l c o h o l i s m ,  and t r a i n i n g  and 
esearch programs.  
d m i n i s t r a t i o n  of the S t a t e  m e n t a l  h o s p i t a l s ,  r e h a b i l i t a t i o n  and r e t a r d a t i o n  centers. 

'he Menta l  R e t a r d a t i o n  S e c t i o n  is one o f  the programmat ic  sections o f  the Division o f  Menta l  
ea l th  and Menta l  R e t a r d a t i o n .  
p r i m a r i l y  f o c u s i n g  on the m e n t a l l y  r e t a r d e d  w i t h i n  the I Q r a n g e  of 0-55) a d m i n i s t e r e d  
hrough a comprehens ive  s y s t e m  of i n s t i t u t i o n a l  and community  service programs.  
z ed  services are  p r o v i d e d  t h r o u g h  the f o l l o w i n g  m a j o r  programs;  1 )  Day T r a i n i n g  and Work 
c t i v i t y  Programs,  2 )  Group Homes, 3)  I n s t i t u t i o n a l  S e r v i c e s ,  4 )  Family  Care  Homes and 
) Foster Grandparen t  Programs. 

1. Ramrd Sriw Description 

Documents n la t i cq  to: 

T h i s  Division i s  a l s o  concerned  w i t h  community  m e n t a l  h e a l t h ,  and the 

T h e  Menta l  R e t a r d a t i o n  S e c t i o n  o f f e r s  s p e c i a l i z e d  services -- 
The  spec ia l -  

This file contains the following documents (fncfude fom, numbers and tides, if any]: 
A m &  samples of the file. 

m o n i t o r i n g  and  r e v i e v l n g  f u n d s  s p e n t  b y  Deve lopmenta l  Services C h i e f .  

indu&j' b u t  not l i m i t e d  t o  are: 

1. County  Budge t  Summary OAS(6)-60 
2. Coun ty  Budge t  P e r s o n a l  S e r v i c e s  OAS(6)-61 
3. Coun ty  Budge t  I t e m s  Other Than Personal Services OAS(6)-62 
4.  Coun ty  Budge t  N o n - P a r t i c i p a t i n g  Items OAS(6)-63 
5 .  k o u n t y  Budge t  R e v i s i o n s  OAS(6) -80  
6. Equipment  E x p e n d i t u r e s ,  I n v e n t o r y  and Supp lemen ta l  Equipment  E x p e n d i t u r e s  

( c o n t i n u e d -  page  3 )  

File i s  arrangad: c h r o n o l o g i c a l l y  b y  ?Fisc,al y e a r ;  t h e r e u n d e r  a l p h a b e t i c a l l y  b y  c o u n t y .  '-r 
- 

L Monthly Refarena Rate 
One to six months old 

b. Annul Ram of Accumuladon of Raaorda 
Lenw-size drawers 2 : Legalsire drawers ; Shelves ; Other (~pscifyl-  

How often are records referred to which are: 
lo ; Seven to twelve months old lo ; ThlReen to twenty-four months old 5, 

twehty-five months and older ,-. ? 
- 

- 
n-w-7~; nW.76 (OWd 



, * -  

1. R m n t l o n  Rquinmonts lh following mquim the series to be kept: 

yean. 
yean. 

8. StonbW ..m d. Audit wried 

c Fsdrr8l I8W years. f. federal retention instructions 3 yean. 
5 b. Statute of limitation van. 8. Administratim need 

Attach copy or ex- gf laws or regulations. Explain adrninistntiw need. 
2 CFR 54.308, 54.309 Retention Per iod :  
i n a l  report tor i n  the c a s e  o f  nonexpendable  p r o p e r t y ,  3 y e a r s  a f t e r  f i n a l  disposition of 
uch p r o p e r t y ) ,  or i f  Federa l  a u d i t  not comple ted  a t  end of 3 y e a r s ,  u n t i l  r e s o l u t i o n  of a l l  
u d i t  q u e s t i o n s .  

12 Appmvod Disposition lmaucdonr 

3 y e a r s  f r o m  d a t e  o f  s u b m i s s i o n  of annual  or 

This  agency recommends that the file rrier be cut off a t  the end of wch: 
(3 Calendar You: fiscal Year: 0 O t h r  then, 

- .  

Hold in the current files area monthbJ year($): then 

Trandw to Stat# Records Center; hold -yeu(s): then 
0 Transfar to local holding area; hold year($); then 

(3 olltroy. 

(3 othr ~SG#W 
0 Transfer to Stsm Archives for permanent retention. 

Th.a, inmudons apply to a l l  prior and future accumulations of the arias. 



Department  of Human R e s o u r c e s  
Division of Mental  H e a l t h  & Mental R e t a r d a t i o n  
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#7 c o n t i n u e d  

7 .  R e n t a l  Agreement  
8 .  C o n t r a c t  for Services and Addendums 
9 .  R e q u e s t  for C o n t r a c t  Approva l  

10. C o n t r a c t  F i n a n c i a l  Annex 
11. and S i m i l a r  and r e l a t e d  documents  


